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Part | - GroupWise Basics

Destination: GroupWise 5.5

GroupWise is rather easy to use, even for a novice; however, there are a lot of powerful features
that will make your life easier once you take a little time to become familiar with them. Let’s get
started. Before you know it, you will be cruising through GroupWise!

From your Windows desktop, double-click on the GroupWise icon to launch GroupWise.
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The GroupWise 5.5 Screen

Your GroupWise window will open and will look similar to that shown below.

4% GroupWize - Mailbox
File Edit “iew Actions Tool: *window Help
& =) = = ‘; S = i
AddiBook | Property | PrintCal MHewbdal |~ | Mewdppt |7 | MewTazk |~ Fonmard Sent
= % ¥ e i god & & ﬂ
Calendar |~ [MewPhaone| ™ [Euat [Capy Fazte Sart CoaolSal Help E wit
€ hdarti _ | From Subject | [ ate
""""""" &9 ‘ =9 | .Jazon Stenglein Office 97 service patches 03/24/99 01:.07
B =] elizabeth delgada Groupwise Calendar 03/24,/99 10:54,
FEOC ] ]  Sharon Stuble query zelf study courze 03/23/93 0407
% Ml omiittee 5 TWOPPE@MEKE [wopps Re: FMIS Cornections! up, its me age  08/23/99 04:02
£ Miscellaneaus 5 BRUCE SCHULTHESS Re: HRMS Signon Time Changes 02/23/99 03:43
B JOHNS@SMTR [Stoflet. ) P September 1 & 3 classes. . 08M12/991257
............. £ T &D Services
------------- 31 wiork In Progress
............. @ Sent [tems
----- @ [ Calendar
............. (23] Task List
[ Fg Dacuments
20 Trash
o | o
il | Selected: 1 Total 6 —:HE 4

When you first use GroupWise, you may wish to consider
changing your setup to reflect your personal preferences.

m Words to the
x Y (Group)Wise

Steps for customizing your Toolbar and turning on the
QuickViewer are introduced below and described in more
detail on the next page.

1. Customize your Toolbar so that the buttons appear smaller so as not to take up so much space
on your screen.

2. Turn on the QuickViewer so that the text of highlighted messages appears in the frame at the
bottom of your screen.
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To Customize Your Toolbar

1.

To customize your Toolbar, right-click on a blank spot on the Toolbar, as shown below:

#:¢ GroupWise - Mailbox | _[5]x]
Eile Edit View Actions Took ‘Window Help
8 | % S [y = 1l T e <
AddiBook | Property | PrniCal | MNewMail |~ | Newsppt |~ [ MewTas  Hide Toolbar
Edit/Create Display Settings.
= —
2 e Properties
Calendar |~ [NewPhone! ™ ‘ Sork— s T at— it
%) Marti Carg From Subject Date
5""‘- i 2 RICH@SMTP [Rich Malin - Travel nightmares for class! 08/25/93 0B:034M
= 5 Cabinet e JAYUNGER@SMTP [Jay DEPT OF PUBLIC wWORKS 08/24/99 04:52PM
& . 5 elizabeth delgado Grouptise Calendar 08/24/39 10:542M
- % s | & ShaonSiuble query self stuly course 08/23/33 D4:07FM
< ] Miscellangous ) TwOPPE@MKE [wiopper  Re: FMIS Connections! Yup, it's me  08/23/99 04:02PM
(23 Metworks 5] BRUCE SCHULTHESS  Re: HAMS Signon Time Changes  08/23/99 03:434M
[ NED B JOHNS@SMTP (Staflet, ) P! September 1 & 3 classes. 08/12/93 12.57PM
~[Z7] Schedules
2] T & D Services
5 ‘work In Progress
2yl Sent ltems
-] Calendar
(2] Task List
[H =) Documents
Trash
a |
ﬂ Selected: 0 Total: 7 =

Click on Properties.

Depending on your monitor, you may need to drag the Toolbar Properties menu up to see it
all. Click the Title Bar with your left mouse button, and drag it up until you see both the OK
and Cancel buttons on your screen. Release the mouse button.

With the Show folder tab selected, click on Picture, then click OK.

At another time, you may wish to click the Customize folder tab to tailor the Toolbar to your
needs.

Notice how you now have more room on your screen to display messages, message folders,
and so on.

To Turn on the QuickViewer

2. To turn on the QuickViewer so that the text of highlighted messages appears in the frame at
the bottom of your screen, click View, QuickViewer or simply press Ctrl-Q. You can then
adjust the size of the QuickViewer frame by dragging its border up or down when your

mouse pointer looks like this:=#=
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A Quick Tour of GroupWise Keyboard Shortcuts

Alternatives to using the mouse ...

Key Combination

Action

Selecting Text ...

Ctrl-A

Select all

Shift-Left Arrow

Select text (a character at a time — backward)

Shift-Right Arrow

Select text (a character at a time — forward)

Shift-Home

Select text (to the beginning of a line)

Shift-End

Select text (to the end of a line)

Shift-Page Up

Select text (to the top of the item)

Shift-Page Down

Select text (to the bottom of the item)

Ctrl-Shift-Left Arrow

Select text (a word at a time — backward)

Ctrl-Shift-Right Arrow

Select text (a word at a time — forward)

Enhancing Text ...

Ctrl-B Bold text

Ctrl-1 Italicize text

Ctrl-N Apply the “normal” style to text
Ctrl-U Underline text

Cut, Copy, and Paste ...

Ctrl-X Cut selected text

Ctrl-C Copy selected text

Ctrl-V Paste text that has been cut or copied
Navigating GroupWise ...

Ctrl-F Find

Ctrl-G Go to today’s date (when the calendar is open)

Ctrl-Up Arrow

Open the previous item

Ctrl-Down Arrow

Open the next item

Ctrl-Q Open the QuickViewer

Miscellaneous ...

Ctrl-M Create a message

Ctrl-O Open the selected message

Ctrl-L (When creating a message), attach a file to a message
Ctrl-S Save a draft of your message, task, or calendar item
Ctrl-P Print message or task

Ctrl-R Mark the selected item as “unread” (as if you have not yet read it)
Ctrl-F1 Spell check your message, task, or calendar item
Alt-Enter Display properties of the selected item

Fl Help

F9 Open the Font dialog box
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Part Il - GroupWise Email

To View an Incoming Message [

Incoming messages appear in a list on the right side of your GroupWise window, as shown on
page 5. To view a message, double-click on it.

Long messages may be easier to read if you make this window larger. To “permanently”

maximize this window, grab each corner with your mouse and size it as you wish. Do not use the
Windows maximize button.

= Mail From: Jazon Stenglein

File Edit “iew Action: Toolz Window Help

sE AN EE E R S
Frarm: |/ asan Stenglein CC:  [Hank Jackson: Randy GI...) 3%
Tor |h-1arti Cargile; Tom Baltan :
B Cloze
Subject: |F'ru:uiect K.234 : DER Training Testing zoftware
Message:  |Tom and Marh, ‘_;:_'El
I'm glad to hear that the training zeszion in Der_Training went well Feply

wezterday. Wwith Tom Bolkon's permizzion, | am clozing this project.

Sincerely, Fonward
Jazon . Stenglein

[414) 286-8096

Date: 0871841999 8:56:10 AM

To Reply to a Message

Simply click once on the Reply button on the right side of the Mail From: window. You will be
shown the Reply box. Check your desired option(s), click OK, type a response, and click Send.

Heply [ 7]
Options
" Reply to all [zender and recipients) Canicel

[ Include meszage received from sender

Groupwise 5.5 Guidebook -
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To create and send a New Message (=

Click the Create New Mail button on your Toolbar or type Ctrl-M. You will see the Mail To:
box. Click on the Address button on the right side of the window or type Alt-R (Address).

Fil= Edit “iew Action: Tool: Window Help

] i el [ 7 O 23 25 [blul/] & &l&

From: |Marti Cargile Cr: | ‘1

To “ BL: | -

Subject: | b

teszage: M
Cancel
L=
Address
&
Attach

_& | |Folder: Mailbox

A long Novell GroupWise Address Book will appear. Type the first few characters of the
addressee’s last name, and the cursor will jump to that individual’s name. (You may need to
continue scrolling through the list if the addressee has a common last name.) Double-click on the
name or press Enter. If Last Name is not the first field listed on the left, see the next page.

*# Address Book H=]
File Edit “iew pAddiess Help

Hewvell Grouphfise Address Book l Marti Cargile ] Frequent Contacts ]

Search List: '}? Mame Completion Position: 2 [Last) 95 CC: | BC:
Last Name Firzt Hame | E-Mail Address Department Diomain
Kleman M att MELEMAGE il wi. s MHSGWw 2]
Klopotic Kathleen KFLOPO @i mil.wi.ug MHS G
Klosowski Karen KELOSOEGC mil wius CAOM
Klogzs Karen FELOS SEci mil wi.us MHSGYW
Klusman Thamas TrLUS i mil wiug PODOM...
Knapp Michael F MEMAPPE i mil. wi.uz PODOM...
Enickerbocker  Andrea AEMNICK @i mil wi.us der MHS G J
K.obs Liane LKOBS (i, mil.wi.uz MHSGW
Koceja Peagqy PE.OCEJ @i il wi.us PDDOM...
K.aehler Suzan SKOEHLE, mil. wi.uz MHSGW
Koeppel Penelope PE.OEPP@EC mil.wi. g MHEGW
Koeppen Yince W OEPP&EC mil.wi.ug MHSGWw

| | »

| Cancel | Dial | | Information Cloze List << |
‘Wwiaiting far user input.
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To Edit the Columns in the Search List

To edit the columns in the Search List, from the Address Book screen, select Edit, Columns,
then More Columns. You will see this screen:

Addrezz Book Column 5election
Ay ailable columnz: Selected columns: 0k
Comments = Lagt Mame
Domain First Mame Cancel

E-tdail Type E-Mail &ddrezs

Extermal GUID sy fudd 5 | Departrment
Fax Mumber =

Groupttfize E-Mail Address
GUID

Intermet Damain

Mame

MDS Diztinguizhed Mame
Metwark, [0

Office Phone Murmber
Fost Office

Title Calumn position

Uzer Defined 1

Uzer Defined 2 Down | |
IJzer Defined 3 =

Colurmn width

€4 | < Smaller | Larger » | 23 |

From this screen, you can 1) add or remove columns, 2) change column position, or even
3) change column width. When you are done manipulating your Address Book Column
Selection settings, click OK.

You should be back to the Address Book window. If you wish to send a carbon copy of a
message to another person, click on CC: and continue searching the Address Book for a name
(or names). Once again, double-click on the name or press Enter.

When you have added all of your addressees’ names, click OK.

Enter a message subject, press Tab, and enter a message. Click Send to transmit your message.
That’s all there is to it!

Note: The message will go into your Sent Items folder. Not a traditional out box, this folder is
really a “find results” list of items that have been sent. More about the Sent Items folder later!
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To Print a Message

Naturally, many ways are available for you to print messages!
‘B Are you a “mouse person”?

Here is the long way:

From the opened message, click on File on the menu bar, then Print. From the Print
dialog box, click Print.

Here is a short way:

From the opened message, click on the Print button on the Toolbar. From the Print
dialog box, click Print.

Here is a method for you if you are a “right-clicker”:
From the message list, right-click on the message. Left-click on Print... , then left-click
on the Print button.

Are you a “keyboard person”?

Try this:
From the opened message, press Ctrl-P, then Alt-P.

Print EH
Frinter
Marne: Properties

Status: Default printer: Ready
Type: HF Lazerlet 115i; S\DERSHPADMIM
Where:  DER

Caomment:

Itemsz ta print;
B Post Evaluation ‘inners

[ Print attachment with associated application

Print | Cancel FPage Setup...
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To Delete a Message

There are also a number of ways to delete a message.
‘B Are you a “mouse person”?

Here is a short way:

From the opened message, click on the Delete button on the right side of the screen. You

will see this dialog box:

Delete Item EHE |

Drelete from

i~ Recipient's Mailboy
Al Maiboxes

k. I Cancel

Make your selection, and click OK.

Here is a method for you if you are a “right-clicker”:

From the message list, right-click on the message. Left-click on Delete, then click OK.

Note: If the QuickViewer is open, select the message, and click Delete on the

QuickViewer Toolbar. (It looks like a red [1.)

44 GroupWise - ASTD
File Edit View Actions Took ‘window Help

[_[5]x]

= = R e T = N = I R e S A = A A

&) Mari Cagile Mame Subject Date
[ 57 Mailbox Ep Maiti Cargile@MKE [Cargle  Fwd: “Training - IF's Only Matural poem .. 08/04/1999
=y £ Cabinet B Mali Can C Fuud <Hores 08/04./1933

‘alED
1 EED Cammitter
£ FMIS

£ Miscellansous
£ Netwarks

1 NED

£ Schedules
w2 T8 D Services

: &1 Work In Progre
4 oL

& 1ol1 [ Fod None>

From: Marti Cargile@MKE (Cargile, Marti)
To: meargi @ mhsgw

Date: 058/04/1999 4:35:39 PM

Subject: Fwd: <Mone=

Bluemound Rd west to Barker Road

|
1) 210 Elale] »]%]¥| o= Bl X
4

Jllm Rinht Mnrthi antn Rarker Rnard _.'Ll
all [Selested: 1 [Total: 2 ==,
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To File a Draft

Filing a draft of a message is very easy. During message creation, press Ctrl-S (Save) to save a
draft. The system will bring up this dialog box:

Folders

Select the folder that you want thiz ikem zaved to.

Enlder list;
(% Marti Cargile
o A Mailbas

=-E] Cabinet

Cancel

|+

JHIES).

EBename
[elete
tove Lp

tiove Lo

kavve Right

----- E Sent ltems B Move Left

— 1 1

When you click OK, a draft of the message will be stored in the Work in Progress folder.

Note: Ctrl-S also saves drafts of Tasks and Calendar Items. Notice how the icons for each item

type differ:

& GroupWise - Work In Progress
Messaqe Fle Edit wieeN Actions  Tools “window Help Appointment
@] 5] SN 7|2 & &l & B
@ tarti Cargile fr Madified
e P Maibo Wt TG 08/11/1999 6:42:12 AM
03/02/19331:34:13 PM
039/02/1993 1:34:51 PM
TaSk . E‘ Miscellaneous
@ Mebworks
]
7] Sohedules
w2 T & D Services
-gIW'ork In Proér -
i o L | 2l
@ 1o [T D Bulletin K JJ A=) gle.| &|w|E al=] 22 %]
From: Marti Cargile -
To: Judy Kamrerrnann
Start: 09/02/1999
Due: 09/02/1999
Subject: T & D Bulletin
T —
il ‘ |Se|ected: 1 |Tnlal: 3 ﬁr]E &
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To Spell Check Your Message M

You can either click on Tools, then Spell Check or press Ctrl-F1 to spell check your message.

Speil Checker |
Mat found: |heare | Beplace | GuickCarrect |
Replace with: |hear Skip Once | |
R eplacements: Skip Alvays | Suggest |
Ez:d Add | Cusztomize - |
E:?Er.t Add to: |WtE1 Lz Ll j
n‘:zr;r | Check: | D'ocument j

Cloze | Help |

The system will prompt you to close the Spell Checker when you are finished.

To Send a Message with Attachments ()

Attaching a file to a message is fairly straightforward.

Create a message by clicking on the new message icon or pressing Ctrl-M. Address the message
and enter a subject and the message text. Then click the Attach a File button.

= Mail To: M=l
File Edit Yiew Action: Tool: Window Help
15| o [ glne . | oo | Felb|u| 7| &a] 8]F]
Attach a |Marti Cargile CC: | ;EL
File Button Tar [Drawn Crawbridge Bc |
- Send
Subject:  |Query Training ...
Message:  |Attached is a copy of the revised Query training. b 4
- Marti Cancel
™
=]
Address
Attach
_2 | [Folder: Mailbox
Groupwise 5.5 Guidebook -14 - City Of Milwaukee



In the Attach File dialog box, navigate to the directory in which your file is stored (use Look
in:). When you click on the file name, it will appear in the File name: field. Click OK.

Attach File
Loak jr: |'Eﬂ COM Chapters j ﬂ

M ame | Size | Type | odified -l
@ Cuery for FMIS Financial: Chapter 1 TOKE  Micros..  09/01/41993 21
@ Cuery for FMIS Financial: Chapter 2 414KE  Micros.. 0940141999 2:4!
g uery for FMIS Financials Chapter 3 GF0EE  Micros..  09/01/1993 4.5
Query for FMIS Financials Selft-Study...  21KB  File 07/01/1933 4:11
@ Queny Sell-Study Cover 40kE  Micros.. 03/03/1939 3:.00
@ [Huery Selt-Study T able of Contents FBkE  Micros.. 0840241999 4:3
4] |

File name: |E!uer}I far FMIS Financialz Chapter 3 Ok, |
Filez of type: |AII Files [%%) j Cancel

Document Reference... |

The file will appear in the lower portion of the Mail to: window, as depicted below:

File Edit “iew Action: Toolz Window Help

|5 || ey | 25w welb|u| 7| 5] 8]
From: Marti Cargile oo | -
Ta: | Dawin Crowbridge B | "IL
- Send
Subject: |E!uer5I Trairing ...

Message:  |&ttached is a copy of the revised Query training. > 4

Cancel

| bd arti

@ a|  Addiezs

Gluery for FMIS {#’

Financials C...

_& | [Folder: Mailbox

Click Send.

The recipient will see an icon with a tiny paper clip next to it, denoting that a file is attached to
the message.
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To Add a Personalized Signature to Messages [l

You can add a standard signature block to each of your messages by setting it up ahead of time.

To do so, select Tools, then Options. You will see this box:

3

Securty  Date & Time

LCloze

Next, select Environment. On the environment menu, click on the Signature folder tab.

E nvironment EH

General] Wiews ] File Lu:n:atiu:un] Cleanup  Sighature l

Add vour zignature and/or electronic buziness card [wCard] bo outgoing

Mmessages.

[ Electronic business card [vCand} o Automatically add

[v Signature (" Prompt before adding
FROM: j

M arti Cargile, SPHR

Cormputer Training Coardinator
City of Milwaukes, 200 E “wells St Bm 7

-

k. | Cancel

Complete the signature block, and select Automatically add or Prompt before adding,
depending on your wishes. Notice that you have other options available on the Environment
menu that you can explore later on. Click OK, then click Close.
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To File a Message in a Folder

To move a message into any folder, just drag it from the message list onto the folder on the left.

To Open a Folder =

To open a folder, click on it in the Cabinet. The folder’s messages will display in the list.

To Create a Folder [

While creating a folder is easy, it can be a bit tricky. Typically, you will want a folder to be
placed in the Cabinet. Right-click on the Cabinet folder name. Then select New Folder. You
need to specify what kind of folder it will be. (Typically it will be a Personal Folder). Click
Next >, then type a new folder name.

Create Personal Folder Create Personal Folder

Select the kind of folder you want to create. Mame the new folder and set its position in the folder list.

Mame:

= O éharad falder |Tra\n\ng|deas
@l Eind results folder

Description:

o
-
i

Puosition:
= [ Cabinet
£ [Training Tdeas]
£ 451D
(£ EED Committes
£ FMIS
27 Miscellaneous
2] Metworks
£ NED
[Z7 Schedulez
3 T &D Services
r £51 otk In Progress =

Doawn

HHL

Left

| Mest > | Cancel | < Back | Mest > | Cancel |

There is a “gotcha.” GroupWise does not automatically
alphabetize the folder list! It must be done “manually.” Here
is your opportunity to place the folder in the location you
desire. Use the Up, Down, Right, and Left buttons on the
right side of this dialog box to place the new folder precisely
where you wish it to be. Then click Next ». Usually, you will
accept the default settings on the Create Personal Folder
dialog box, so click Finish. It will take a moment for
GroupWise to create the folder; then you will be returned to

the main window.

On the next page, learn how to rearrange your personal folders after they have been created.
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To Sort the Personal Folders in Your Cabinet

Should you wish to rearrange your personal folders after they are created, you can follow these
steps. Right-click the folder name, and then drag it to its new location. When you release the
right mouse button, a QuickMenu pops up that lets you decide to where you want the folder
moved: into, below, or above the folder over which you are hovering.

4+ GroupWize - NED

File  Edit “iew Action: Tool: Window Help

w73 -2 =] 2F B-lz- 2= & € € B
------------- Ei;] b ailbos - | Mame | Subject | Date
=[] Cabinet Burma Hudzon; Carol Bergr  Mew Employees Orientation on Monday, Ac - 08/26/1333

#E=
)  Marti Cargile@MEE [Cargile  Fwd: Mew Employes Orentation Folders...  08/04/1939
) Marti Cargle@MEE [Cargile  Fwd: Qrientation Schedule 13./04/1333

2] :
............ @w Move Into
............. 3 Sc b owe Below

............. T Maowe Above

............. £ Tre
_____________ i vy Cancel
A | 2 [ | =
@ 1af1 I% Fuud: Orientation Schedule jJJ ?LE_J |5IE| @l%’l*@l 4I‘EI|FE»| %l%l ll
From: Marti Cargile@MKE (Cargile, Marti) il
To: mcargi @@ mhsgw
Date: 03/04/1999 4:32:32 P
Subject: Fwd: Orientation Schedule
August 2 (Room 301-A)
_I,&unum 1R (Rnnm 3N1-A) _>|;I

4
il | |Se|e-::ted: 0 |Tutal: 3 —:HE v

Note: The item printed in bold is the “default” option that would be chosen if you simply left-

clicked and dragged the folder over another folder. By right-clicking and dragging, you can be
much more precise thanks to the pop-up menu.
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To Change the Display Properties of a Personal Folders (]

You have the option of changing folder settings, including which columns display in your
message list, the size and order of the columns, the sorting order of items, and whether the items
display by details or by discussion thread.

Right-click the folder for which you wish to change settings. Select Properties, and then click
on the Display tab. Commonly, people choose these options:

ASTD Properties
General Display l Sharing]
Setting name:
<ASTD Custom 5ettings> - Sawe fz.. | Delete |
D ezcnphion: "Wiew b
Digplay all items in the zelected folder, =l |Details j
=] Sort by
[tem source |Date j
v Received Iv Posted Sort order:
I Sent v Draft |Descending j
[term ype
L W &ppointments [+ Reminder notes
¥ Tasks W Documents [+ Phone mezzages
Coalurmrs:
Mame, Subject, D ate Edit Columns...
(] | Cancel |

By clicking on the Edit Columns... button, you can customize the display for this particular
folder by adding or removing columns, changing column position, and changing column width.
When you are finished, click OK, then click OK again.

Groupwise 5.5 Guidebook -19- City Of Milwaukee



Setting up Your Sent ltems Folder To Work Like An Out box [

The Sent Items folder “as delivered” is a find results — or
query — folder. It is designed to display sent items wherever
they reside in your database.

So even if you move an item from the Sent Items folder to
somewhere else, every time you open the Sent Items folder,
the folder will search everywhere in GroupWise and display
all sent items it can find.

More importantly, if you move an item to another folder to keep it for later reference, only a
copy gets placed in the other folder, while the original stays in Sent Items. If you delete the
original, the copy is also deleted!

You can, however, set up your Sent Sent Items Properties 21|
Items folder to work more like an out General | Display Find |
box. »

Full Text B Lock in

b ailbo
] Cabinet
[T Sent ltems

Right click on the Sent Items folder to |

change its properties. Choose From/éuthor =|

Properties. | O Calendar
[T Task List
. — ltem bype: - @ Documents
Select the Find tab. [ Mail B Ferifie e LTV Trash
[ Task I Phore message | O @ Elizabeth Delgado
In the Look In: box, expand the line I™ Appaintment [~ Document
showing your GroupWise name by — Item source:
clicking on the plus sign. De-select M iz M e
. . W Sent ™ Draft
any items that are checked, leaving
—Date range:

only Mailbox, as shown to the right.

™ Created or delivered betweet:

: ¥ Find new matching iterms each time
Click OK. [Er7s g and 0577018 the foder s apened
Y ou should now have a manageable W Find only official document versions e | e |
Sen:) Items folder that works like an ok | conce |
out box.
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A Word about Rules [

Rules are made of three parts:
* A trigger event
* Conditions

e An action

When you create and save a rule, it is placed in the Rules list. A rule is run when its triggering
event is activated. Rules execute in the order they are listed.

When you create a rule, you need to ask yourself three questions:
1. What action will trigger the rule?
2. On what items do you want the rule to work?

Do you want the rule to work on all items, specific types of items, items that contain a
certain text string, or something else?

3. What do you want to do with the item?
Nearly anything you can do in GroupWise you can do with a rule. For instance, this is
where you can have GroupWise send out items without your input, such as when you are

on vacation.

On the next several pages, you will learn how to create a vacation rule.

Jfa
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To Set up a Vacation Rule »-

GroupWise vacation rules are a great way to let people who send you E-mail know that you are

out of the office on vacation.

Click Tools, Rules, New.

MNew Rule EHE |

Type a name for the rule Flule name: [\acation

(for example, “Vacation”). Wl e

e Item =

Make sure New Item is
selected and that Received
1s checked. This sets the

Item types:
rule to launch every time W Hail
you receive an item. ¥ Appointment
¥ Task

It is suggested that you
select the following check
boxes under “Item types:”
Mail, Appointment, Task,

[T Phone messag

Then actions are

If conditionz are  [optional)

Anditems arer W Received [~ Sent [~ Posted [ Draft

Define Conditions. .. |

ct o items where [tem Tope ig Mail or Appointment ar Task or
Rerminder Mote

-

Appointment conflict exists: |Does not matter [Yes or Ma)

and Reminder Note. Add Action -

Click Define Conditions. Edlielion

[Elete Ackinn

il

In the first pop-up list,
select To, as shown below.

Save Cancel

In the second field, make sure El (Contains) is selected.

In the third field, type your name. Click in the field, and select Or. This opens another

line for additional conditions.

Define Conditions K E |
Filter
Include entriez where .. To containg "M arti Cargile' ITI
[To =] ﬁl IMarti Cargile ar ¢| Cancel |
| = _¢| | End = il

Complete the second line as shown on the next page, inserting your User ID in the third field.
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Define Conditions
Eilter

Inzlude entriez where .. To containg 'Marti Cargile' ar To containg ‘mcargi

o ]

|T|:| =l ¢| IMarti Carqilz Or

= | Cancel |

I 'I ] ¢| |mcargi End

& LClear |

Click OK to return to the New Rule dialog box.

Click Add Action, then click Reply. This tells the rule to reply to all mail, appointments,
reminder notes, and tasks scheduled during the time you will be out of the office.

Reply K3 |

— Ophionz

i~ Feply to all (zender and recipientz] Caricel

il

[ Include meszage received fram sender

Select Reply to sender, NOT Reply to all (sender and recipients), then click OK.

Compose a note that will go to each sender, then click OK. You may want to explain that you
are gone, and say when you will return. This message will appear in the Properties for the
sender’s item.

Reply |

Erom; IMarti Cargile CC: I k. I
AL I ELC: I Cancel |
Subject I F”ES.I Addrezs Bu:u:uk...l

Mezzage: || will be on wacation in the South Pacific from February 2, 2000
throwgh February 25, 2000,

Fleaze contact the Progam Azsigtant in Training and Developmett
Services at ¥3650 if vou need assistance. Thank you.

Back on the New Rule dialog box, click Save. The rule is added to the Rules list box. The check
in the box indicates that the rule is active.

|
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Rule= EHE |
Rules are executed in the order they appear in the list. Drag a Cloze |
e o a different pozition to change the order. =
Rule st New.. |
J Rule Marme Ewent Edi

Wacation e [berm =

Copy..
Delete

Digable

a0

When you return, be sure to click the check box to deactivate the rule.
You have finished creating your Vacation Rule. Click the Close button.
Remember: Rules execute in the order they are listed. If you

have defined another rule that is before your Vacation Rule, it
will execute first.

|
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To View Properties of a Message ¢~

Sometimes you will want to see a list of all of the individuals who also received a message that
you received. To do so, you can view the properties for that message.

One way to view properties for a message is to right-click on the message from the main
GroupWise window.

Click Properties. You can maximize this window if you wish.

i Properties

File Edit “iew Actions Tools *Window Help

B |9 B
Mail Envelope Properties (37CEEBF1.A4B ;1 31307) =
Subject: DER EEQ COMMITTEE MEETING MNOTES
Creation Date: 09021939 4:20:42 PM
From: Michael J Brady@MKE (Brady, Michael J)
Created By: "Michael J Brady@MEE" MHSGW MILWDO
Recipients
CSDPO.CEDDO
mecargi (Marti Cargile)
MKE. MHSGWY
rreyes (Hebecca Reyes) _

derowh (Dawn Crowbridge)
pmigli (Pasquale Migliaccio)
MABDAL CC (Muharmmad Abdallah)

FMHSGYY. MILWD O
"mabdul@mKE"
"Rebecca Reyes@MKE" CC
"Dawn M Crowhridge@@hKE" CC
"Pasquale P Migliaccio@MKE" CC

4 o

You can also scroll through to view additional information about this item.
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Part lll - Calendar Functions

To View Your Calendar &~

One way to view your calendar is to click the Calendar button from your personal folder on the
left side of the main window. To switch back to your in-box, click on Mailbox from your
personal folder.

&4 GroupWise - Calendar

File Edit ¥iew Actions Tools 'Window Help

E|E|a| zhl=k=r] 2] 2] B 2w 2 €l € B

s Mag?ﬂim Day |Week | Month |Year MU“\’USEfl
=) Cabinet @ Appointments B Reminder No | & Tasks |ﬁ Today | < Hlnu
£3 45D Wondey September 20, 1333

£ EED Commities
£ FMIS

£ Miscellaneous

£ NED

£ Networks

£ Schedules

£ 74D Services
£ Training Ideas

& wark In Pragress 2\1 O .

£ Sert lems M 30
. —» -
View o it
Documents o o o o o o o o e ]
Calendar o alk

Or, if you wish to see the main

Fle Edit Wiew Action: Toolz: “Window Help

U E Bl GroupWise wmdow and your
20 | calendar at all times, you could
Appaintrments: Feminder nates: : :
Monday gool ] [=] | » [ dim Williams's S0th Birthday  [=] 31mply open a second window for
Septemberzn 1oaa [l your calendar. To do so, select
ar ansultation . .
e (DER) Window, then Calendar. You will
oo .. .
e ol see a screen similar to this.
S MTWTF S 10
1234 E
567891011 o i .
1213141516708 (1200 ] Tasks In the left column, dates on which
1982122232425 |PM 30 K
26 27 28 20 30 1 W& 7eam O Weeting appointments are scheduled are
FM 30

printed in bold. To open your
calendar for a given day, click on
the date.

19 oOctober 8g |2 00
S MTWTEF S Pw 30
12 3 oo
3456789 |8 gkrommoomomonee e
101112131415 16 0 !
i71810z0212223 (49 |
24252627 282030 |PM 30

oo .
at 2 In the middle column,
6 2 appointments in italics are those
all

A that you haven’t accepted yet.
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To Open Your Calendar when you start GroupWise

Click Window, then Calendar.

Right-click in the upper-left corner of the view and drag your mouse pointer to your desktop.

Wiew Actions Tools Window Help

i =1 N P e R e e
22 Appointments: Reminder notes: -

Wednesday
September 22, 1999

At 30

0
o]
AN 30
100
56780101 [AmD
1213181561718 (1200 . _________]
1920218923 2425 |Pm 30
26 27 2829 30 10
P 30
18 oOctober a3 |2 00]
S MTWTF S P 30
12 3 oo
3456789 g5l
101112131415 16 55
7181020212223 |4 W
24252627 282030 |EM 30
31 5 00
PM 30
g o0

all =E 4

From the quick menu that appears, select Copy Here.

Whenever you want to open GroupWise and the calendar view, double-click the shortcut you
just created.
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To Add a Personal Appointment [

To add a personal appointment, locate the Schedule New Appointment button on the Toolbar.
Click on the Down Arrow. Select Posted Appointment.

. £ Posted Appointment
f(_:ﬁmplete thebdlaltog IbOX by File Edit “iew Actions Tools ‘Window Help
111ng 1 a SubjecCt, place, ;
: g E... &aa I:HF b U 7 %
message. Subject: I.ﬂSTD Meeting /@
Plane: IWiscnnsin Athletic Club
Puost
Statdate:  [10/14/1399 [5:3000PM | M|
Duration: |2 Hours 30 Minutes EI p 4
Message: Wfear sweats to by out facilities. Cancel
Attach
il |Folder: Calendar 4

Click Post. The appointment will appear on the appropriate date, as shown below.

File Edit “iew Actions Tools

Wwindow Help

= P e e R el e

1 4 Appointments: Reminder notes:
Thursday 8 ool —;I H
Octaber 14,1939 Am 30} (3 Aecess 9
: 9 oo Introfintermediate
ant 30[ [ (Forms & Reports) Day
oo 2IET-OT) [
(oo R BET| ]
SMTWTF &
1234 11 ooy

5678 01011 LAM 0] |
1213 1415 16 17 18
1902122232425
26 27 28 20 30

18 October

34567809
10 11121315 16
171819202122 23
2425 2627 23 29 30
31

ASTD Meeting
g 00 (Wisconsin Athletic Club)

all
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To Add a Personal Task to Your Calendar ##

To add a task, locate the & Posted Task M= kS
Create New Task button File Edit Wiew Actions Tools Window Help
on the Toolbar. Click on =120 P Nl el e e 2 [ el s
the Down Arrow. Select
Posted Task. Subject: IDesign PowerPaint training course Priority: I /@/
Start date: EH
tart date |0as27.1 993 —
Complete the Posted Task Due or: [11/12/1999
dialog box by ﬁllll’lg ina Message: Design PowerPoint training coursel x
subject, start date,
. Cloze
completion date, and
message. Click Post. @
The task will appear in peete
your calendar for that day.
il | | Completed B

File Edit iew Actions Tools Wwindow Help

i =1 =N P e R i el [
27 Appointments: Reminder notes: -

hdondesy go ] =l B
September27,199g |4 30
90
A 30
1000 ..
A 30
1900 ..
5678 01011 gm0
12131415 16 17 18 o ]
1921 22232425 0
26 B 28 29 30 eillasi i gy
P 30
15 October 85 | 2 D]
S M T W T F S
12
34567809
101112131415 16
171819202122 23
24 2526 27 28 2930
31
il ASTD Mew Members
Aall
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To View Details for an ltem &~

Simply hover over an item with your mouse pointer, and you
will see the details for the appointment or task. See below.

% Day ML ES
T 6l Fie Edt Yiew Actions Tooks Mindow Help =181
“D 2 oo .| =kl= Elglal
Morms
2 7 Appaintments: Fieminder nates: -
tanday 8 gg --------------------- 2 =
September27, 1939 |2
Qb
An 30
g
At 30
POl s
5678 01p11 LAl |
1213141516 17 18 0 ]
1902021 22 23 24 25 0
26 pfd 28 29 30 “I R ]
P 30
19 October a0 2 D_D_ ____________________ Subj E;:[EQ PowerPoint training
SMT W : g Fu 30 Pricrity: 4- View
34567809 3 000 .. Start: Monday, September 27, 1333 .
Due: Friday, M ber 12, 1993
1011121314 1516 |0 gg s Fridey. November Details for
17181920 2122 23 e
24 25 26 27 28 2930 an Item
31
ASTD Mew Mermbers
Pizza Gathering
all =F 4
=lE =[]
”D[an[}c-j AgtoShapesv\\DO4|&'£'A‘E§S.9|

[Page 29 Ser 2 zafza At 15" Ln 3 col 1 REG | [Tk [Exm | [BvR, | [wrHl [ B3

To Set up a Meeting or Assign a Task €%

To add a meeting (or assign a task), locate the Schedule New Appointment (or Create New
Task) button on the Toolbar. Just click on the button itself.

Complete the dialog box by selecting the recipient(s) and filling in the subject, date, and so on.
Click Send. The item will appear in the addressee’s in-box, and s/he can accept or decline.
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To Navigate around the Calendar| >

When you open your calendar, GroupWise will open to “Today.” Naturally, you can go back to
past dates or forward to future dates a number of different ways.

Say you want to block off in your calendar the dates for a conference for the next several years.
To go to a specific date, select View from the Menu Bar, then Go to Date.... You will then see a
pop-up dialog box that looks like this:

Go to Date |
20wy ——ool) (TS
S M T W T F 5
123456 I3-3ﬂ':~3||

78 910111213

14 15 16 17 18 19 €] Today |

21222324 252627

28 20 30 31 Apply |// FORWARD ONE MONTH
BACK ONE YEAR ~.L

o

/Iﬂéxzwznnn

BACK ONE MONTH ~ | FORWARD ONE YEAR

The navigation buttons on the Go to Date dialog box enable you to go forward or backward a
month at a time or a year at a time. Select the desired date, and click OK.

Getting back to “Today” is easy — simply press Ctrl-G.

Next, you will learn how to set up a recurring appointment. We’ll continue with the conference
example.

|
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To Schedule a Recurring Appointment

There are several ways to schedule recurring appointments, tasks, or reminders — by example, by
formula, or by dates.

* Example allows you to schedule events on the same day every week, the same day each

month, or periodically.

* Formula enables you to enter the scheduling information in text format.
* Dates lets you select specific days from a calendar.

Let’s continue with the conference example.

2> Posted &- omtment
File  Edit

iew  Actions

Toolg

Wwindow Help

To schedule a recurring item by
dates, from within the appointment

| 2] o e 5| |

(or task or reminder note), click

Actions, Auto-Date.

Subject: IASTD Intemational Conference and Exposition /@J
Place: IDaIIas, T=
Fost
Statdate:  [05/20/2000 [eovooam | )
Diuratior: |8 Hours EI x
Meszage: Close
Delete

Example I

brmula  Dates |

& 2500 ]3]

0 January 00
SMTWTFS

1
3485878
9 10111213 14 15
A6 17 1819 20 21 22
23 24 25 26 27 28 29

0 February o0
SMTWTFGS

12345
& 7 8 9101112
13 14 15 16 17 18 13
2021 22 23 24 25 25
27 28 23

20 March oo
SMTWTF S
123 4
56 7 8 81011
12 13 14 15 18 17 18
1920 21 22 23 24 25
26 27 2329 30 31

20 April oo
SMTWTF S

1
2345678
2101112 13 14 15
16 17 18 19 20 21 22
2324 2526 27 28 29
20

4112 12 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 20

bo July 00
SMTWTF S

1
23 4 58 78
9 101112 12 14 15
1617 13 19 20 21 22
23 24 25 26 27 28 29
30 31

20 August 00
SMTWTF S

123 45
5 7 8 3101112
13 14 15 16 17 18 18
202122 23 24 25 25
27 28 23 30 31

0 September 00
S MT W TF S

1 2
34567843
1011 12 13 14 15 16
AT 181920 21 22 23
24 25 26 27 28 29 20

o October 0o
S MT W TF S
12 2 4 8586 7
g 9 10111213 14

15 16 17 18 19 20 21
22 23 24 25 26 27 28
23 30 21

0 November oo
ESMTWTF S

1.2 3 4
56 78 91011
12 13 14 15 16 17 18
192021222324 25
26 27 222920

0 December oo
ESMTWTF S

1 2
34567889
1011 12 13 14 15 16
1T 18192021 22 23
24 25 26 27 28 29 20

21

0K

Cancel Beset

Click the Dates folder tab. You may also
need to navigate to another year’s
calendar.

Click the days you want to schedule, and
click OK.

The Dates tab is also useful when you are
scheduling events that do not occur on a
regular basis, such as holidays.
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You will see the appointments back on your calendar.

File Edit “iew Action: Tool: ‘Window Help

& le] 2E=E =El=E]

20

Safturday
hday 20, 2000

20 April 0o
S M T WTF S

1
23456 78
9101112131415
16 17 1819 20 21 22
23242526 27 2829
30

20 may ool
S M T W T F 5

123456
7 8 910111213
14 15 16 17 18 19 €i]

212223242526 27
28 2030 31

Appointments:

Reminder notes:

8 od ASTD International
an 30 Conference and
onfl Exposition (Dallas, Tx)

Tasks

&l
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To Print Your Calendar

Clicking on the Print Print Calendar

Calendar button will take | ...
you to the Print Calendar = G-

dialog box. ~ Tupe
" Day
You can select from among " Wesk
these layouts: = Month
= Lt
* Day O pulti-L zer
* Week Setip.. |
’ M.Onth Available forms:
e List Franklin Month
*  Multi-User Ralling Maonth

Each layout also has its own

Calendar

HE|
— Form size
' Letter ) Ad
 BBu8Ain A5
™ Custom
Wit Height:

550 in J11.00 in.

" Franklin sizes

[Monarch (854 11in) 7]

— FEI”TI DfiEntatiDn .........................................

£+ Portrait " Landscape

selection of available forms.

Erirk I Prewiew. ..

Printer Setup... Cloze

In addition, you can select Portrait or Landscape orientation.

Print Calendar 7] ! You can also change the

Form | Content | Dptiu:unsl
Starting date: Mumber of months:
iTuesda_l,I, February 22, 2000 l3 ﬁ
— Content
¥ Appointments [T Tasks ¥ Motes
V| Stait time I Eriarity [ Message
¥ End time =] Stardate
¥ Flace | Duedate
[ Meszage ™| Completion date
I Messane Eont... I
— Digplay
[ weekend days ¥ Pijvate calendar tems [ Completed tasks

Prrirt I Fresiew. .. Frinter Setup... Cloze

starting date and the number
of months to print by
clicking on the Content tab.

Notice that you can also
make choices about which
items you want to see on the
printed version of your
calendar.

Groupwise 5.5 Guidebook

=34 -

City Of Milwaukee



Specialized options are offered on the Options menu, including adding an optional header and
customizing your footer.

Pnnt Calendar [ 2] ’

Page options
[ Deverflow extra text to following pages

Fuarrm I Content

" Frint on both sides of page [duplex]
[ Prirt to a text file
[ Insert form feed [blank page] at beginning of print job

Header: I

Footer
’VF Mame ¥ Page number ¥ Date and time

Prirt I Prewview. .. Frinter Setup... Cloze

At any time, clicking on Preview... will show you what your hard copy will look like.

Clicking Print enables you to print whenever you like.
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To Find Free Times for a Meeting €3

Click on the Schedule New Appointment tool button.

Add the invitee(s) to the To: field, and enter a place for the meeting. Specify the first potential
date for the meeting in the Start date: field. Then enter the length of the meeting in the
Duration: field. You may also want enter a subject and a message.

Eﬁhppuintment To: Andrea Knickerbocker; Judy Kammermann; Marti Cargile
File Edit “iew Action: Tool: Window Help
EFnEetele.| ZEe| Elblu|| @@ alElEs==]=]
From: IMarti Cargile CLC: ! JIL
-  » Tz |.-‘-‘-.n|:|rea Knickerbocker: Judy Kaml... | g i
- Send
————  » Flace: IDEH Marth Conference Room
—————— Statdate: [Monday, March 13, 2000 [aeoorw @ XK
—— P [Dration: |2 Hours El Cancel
Subject: | Staff Meeting
_ _ _ LE]
teszage: Spring/Swummer Course Bulletin: Planning
Addrezs
Attach
&
Buay?
il \Falder: Calendar 4

Click Busy? to find the first available time for the meeting.
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You will see the Choose Appointment Time window shown here, with the Individual
Schedules tab selected.

i Choose Appointment Time |_ O] x]
Available Times  Individual Schedules ]
Irivite To Meeting... | konday tarch 13, 2000 Tuesday b
glgl1of1j12[1 2348 3/10/1
Andrea Knickerbocker | S :J
Judy K.ammermann — 1 /1
(1) Marti Cargile ] /1

A _"J:J

To view information, move the time cursar, or click the mouse on
a shaded rectangle above.

Clow o office [JBusy [] Tentativej Ok I Cancel Auto-Select
|Monday, Marchmpﬁﬁ Ctart Times 1. 90000 PR Duration: 2 Hours A
|

The key at the bottom of the dialog box shows you if the invitees are out of the office, busy, or
have a tentative appointment.

If the first available time suits you, click OK.

Or, you may click on the Available Times tab to see the week “at a glance,” as shown on the

next page.
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i Chooze Appointment Time =]
1| Individual Schedules |
M | T | w | T | F |5 |5 Irwite To Mesting... I
13
g M= To
E b Andrea Enickerbocke
7 Judy K.ammermann
g o b arti Cargile
3
10
11
12
1
2
3
il
L)
E
4
1] |+
[l out 0f Office [ Busy [ Tentative ] I Cancel | Auto-Select I
EMDnda_u, barch 13, 2000 Start Tirme: 1:30:00 P Duration: 2 Hours L

In any case, you can also decide to invite others to the meeting if you wish. To do so, click on
Invite to Meeting, and add other people to the meeting. Then click OK.

Each person — in this case, Andrea and Judy — will receive an email message informing her that
she has been invited to a meeting. If you as the sender included yourself among the invitees, you
will also receive an email message, as shown on the next page.
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1g_g‘w\ppl:linlmt’.nl From: Marti Cargile
File  Edit “iew Actions Tools Window Help

= = =N P =T i) [ el

From: |Marti Cargile oo

i [indhea Krickerbocker: Judy Kammeman(.) | BC: |

Placs: |DER North Conference Room

Start date: [Monday, March 13, 2000 [1:30:00 PM

Durafion: |2 Hours =]

Subject J5taff Mesting

IMeszage: bpringfﬁu.mmer Course Bulletin: Flanning =] x
Close
N4

FROM: Aftach

Marti Cargile, SFHR

Computer Training Coordinator

City of Milwaukee, 200 E Wells 3t, Fm 706, Hilwaukee,

WI 53202

Phone: 414.286.5767, Fax: 414.256.0800

Internet: moargifci.mil.wi.us e

You can accept this invitation or decline to attend this meeting.

Provided that the invitees have granted you the right to view their calendars, you can choose the
multi-user calendar view to see all of your calendars at once. At a glance, you will be able to
determine who has accepted or declined your meeting request. You will also be able to tell if the
person has not responded yet.

Granting Proxy Access

u@f Words to the
‘, )/ (éroup)Wise | To grant another person the right to look at your calendar (or

mailbox, etc...), select Tools, Options..., and then Security.
Click on the Proxy Access tab.

In the Name: field, click on the Address Book icon to select
the name(s) of the people to whom you want to grant rights.
Double-click on each name. When you are finished, click OK.

Next, select (i.e., highlight) the name(s) to whom you wish to grant specific rights. See the
dialog box shown on the next page.

Note: To select several non-contiguous names, use the Ctrl-Click combination (hold down the
Ctrl key and left-click with your mouse).
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Security Options 7]

Password | oty Prosy Access | Gend Oiptions | For GroupWise to be used to its fullest in your
department, at the very least, you want to
grant other users the right to look at your

[E] .
! ! Biemove User | appointments.

Name: Lol dl|[ser,

Arocess list:
Marme | Address | :l
william Schever WSCHELL.. For some people — perhaps those on your

work team — you may wish to grant additional
rights, like the ability to read mail messages,
reminder notes, and tasks.

—Accesz nghts

Mail/phore: [T Read [ white
fppointments I Fead [ Wit When you have completed this dialog box to

Remindernotes: [ Fead T Wite your satisfaction, click OK.
Tasks: [T FRead [ e

B Then, on the Options menu, click Close.

[ Subscribe to my notifications
™ Modify optionsmiles/folders

[0} Srchive items
e e You only need to complete these
steps once.

ok I Cancel |

Make sure that you have selected Calendar from the list on the left side of your screen. Day,
Week, Month, or Year may be showing.

4% GroupWise - Calendar [_[O]>] !

File Edit “Wiew Actions Took ‘wWindow Help
@[] B si-l=-slal s Z eleon|

&3 Malgtr}vl‘arglge Day | Week  Month |Year | Mu\ti*Userl
e B Mailbox
Eee-E] Cabinet | © Appontments | B FieminderNotes | @t Tasks B Today March 2000 >
3 AECR Sunday Monday Tuesdayp Wednesdap Thurzsday Friday Saturday
z 3 4
-] ASTD. 30AM Groupd 1:30PM Mestin
-2 Committees
1 DER Teams
B FMIS
£ FMIS Con_ [° Sanan Queny/ a0 AM Escel B30 M Group Saman A5T0 1 900aM D Hel |
o] FMIS Hou 430PK ASTD 1:30PM Discowy
o 2] Quity Tre
Groupise T
£ Groupise 17 13 14 15 16 17 iE
-2 Hours 8304 EEQ G 830 4K Groupd| 8:30AM Word 9 8:30 AM Accesd S30AM Acces
-3 Miscellaneot 1:30FM Staff M| 1:00 P Clerical 430 PM "Gesth 1:30PM AECR
E1 NED
- Metwarks iG] 20 21 27 23 21 25
(3 Schedules 000 &M Diversil 573080 Windo{ 8 304M Groupd 830 &M FrantP.
weeeeB T & D Servicy 430FM "Seeth 1:30FM AECR
& wark In Prog

@

26

27 28 29 30 Ell
8:304M Queny/t 7:008M Discow| 8:304M Wordd 8:30 M Excel
1:30PM AECR

[ Authored
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Click on the Multi-User tab to see several users’ calendars at once.
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With the Multi-User tab selected, click on the multi-user button.

4% GroupWise - Calendar

File Edit “iew Action: Toaolz “Window Help

|| o] 220 =clesole] s R = alelnl
@ Marti Cargile Doy |wesk |Month |vear  Multilser |
- Mailbhox

@ Appointments | & Reminder N | & Tasks R ma ooo [(IEYE BEE
honday March 13, 2000

. B oo -
21 Committees A 30

] DER Teams i
21 FMIS A?M ettt
-2 FMIS Can g 00
£2 FMIS Hou| s34 3a[
~Z7] Cluery Tre 9 00 H
21 GroupWise T/ Lak 30
£ Hours 1000]
21 Miscellaneod b 30
1100
kb 30
£7 Schedules | [1200
£1 T & D Senvio [PM 30

& wark In Prag 100 = :
& Sentltems Pha 30| |di Staff Meeting (DER North Conference Room) i

- 2 00|
: Documents P 30 H
&) Authored 3 00
[Z3) Default Libra
@) Task List

- Trash
1] |
all
Multi-User List E3
Edt You will see the Multi-User List dialog box shown
Narme: seld Liser | here. Check the names of the people whose calendars
| - 7 you wish to see.
Bemawve serl
Llzer List:
Name [ Address - Then click Apply.
b arti Cargile MCARGI.DERFPO.DERD..
W Judy K.ammermann JEaMME. DERPO.DERD.
Andrea Krickerbocker AFMICK.DERPO.DERDO
O Der Trairing and Testin... Der Training and Testing |
[J East Large Conference ... East Large Conference R
[J East Small Conference ... East Small Conference P
[ Moith Conference Foom  Morth Confersnce Foom.. |
[ South Conference Foom  South Conference Foom..
O west Small Conference... West Small Conference R
ﬂ_. . et -I-"'
ﬂj Change the order names appear on the calendar.
0k Cancel | ]
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Remember, if the invitees have granted you the right to view their calendars, you can choose the
multi-user calendar view to see all of your calendars at once. You can then determine who has

accepted or declined your meeting request. You will also be able to tell if the person has not
responded yet, as the text will be italicized.

4 GroupWise - Calendar

File Edit Yiew Action: Toole Window Help

w2 || 225 & -m-ala| sl 25w & <]
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-[Z7] Hours FAY éﬁ i e i 301-A) i
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------------- 1 Summer Flans W 30 L

------------- £1 Thailand i B e

7 MED b 30

1 Metwarks ;h% 0o
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20 T & D Services 1 m
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----- Yl Cslendar

i Staff Meeting (DER | | [ Srasidecing iies
Marth Canference Adrreh CnaiEranos
Foom) P!

Documents 14 - 14

&) Authored

e L= D A e U R | | | SR ool dofifotofofiotototolifiofotiodtion ool infiatodliohiotatolifiofatodatiolol piatolioll; Satodatioboiotatoloofatodetionol
[&] Task List

Tfi Trash

L4l

ACCEPTED / TENTATIVE / DECLINED /

There you have it ... viewing the calendars of multiple persons simultaneously.

To return to the view of your calendar alone, once again click on the Multi-User button, and de-
select calendars other than your own. Click OK.
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Also, keep in mind that you can always view your calendar by Day, Week (shown below),
Month, or Year as well as Multi-User. Try out the various views to see what you prefer.

4% GroupWise - Calendar M= B ’l
File Edit Wiew Action: Tool: Window Help

Flols| 228 2ierolE] =i 2w s el
@ Maéi(idar%ge Day  ‘Week |rv10nth | Year | Multi-User'
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-7 Query Training 10900 oL L L D;;nds _______ L [Cit 5,
22 Groupwise Traini alll gg HHRepart L
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Documents — ygq 00 A L] |
&) Authored "See the
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& Trash
4] | e
Aall =F 4

Also, use the various navigation buttons to view your calendar in different ways.

Add a day to the view Remove a day from the view

Highlight previous day Highlight next day \ / Shift a week to the left

g Account:  Window  Help . Shift a day to the left

| silmrala) = 2ElE] &) @eln \\ ]/

Shift a day to the right

Day  Week |Month !Year IMuIti—Userl

------------------------------------------------------------------- Shift a week to the right

Aw 30 GroupWyise Waord 97 Acces Access OF
oo Training (City Introduction s 97 Intro/F orms
9
RO R |1 Hall, BE) {CH-BE) intrafE[ 77777 1 and Reports
Ll Sy =]y}

S T e e T S’ et e T Tt e T et T T Tt et T T i T e T e s e e T T e Tt e Tt e s et e T e e e
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You can see the entire year at one time by clicking on the Year tab. All days with items
scheduled are depicted in bold.

4 GroupWise - Calendar

File  Edit

Yiew Actionz Tools

Accounts Window  Help
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Weekend days are shown in red.

To launch the Day view for any day shown on this calendar, simply double-click on it.

|
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To Change an ltem (such as an Appointment) to Another
Format

If, for some reason, you wish to change an item to another format, you can do so. For example,
by right-clicking on appointment labeled EEO Committee, you can change it to a message
instead of a posted appointment.

4 GroupWise - Calendar
File Edit Yiew Action: Toole Window Help

w|o|s| 225 &= sl sl 25w & el

% Marti Cargile

o P Mailbox
o5 Cabinet
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- Hours 11258 ----- Alam... -r i [Eies
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"See the
YWorld Your
Way" (Alverna)

Select Change to.... You will see this
dialog box:

— bem type
. . ; ' .
Select the Item type of choice, and = Mail Appaintment
click OK. " Phone £ Reminder note
™ Task

" Group % Posted

i Cancel |
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The changed appointment now looks like this:

e Posted Message

File Edit “iew Actions Tools 'wWindow Help

5 e B

Frorm: iMarti Carqgile
Subject; IEEEI Carmmittee Meeting
tezzage:

Cancel

il \Folder: Calendar

Click Post to add the message to your message list.

4% GroupWise - Mailbox

File Edit ‘“iew Actions Tools

Accounts  Window Help

o=l

g 2 2E 2-aHsle] s 2Ee] & elel s
i§) harti Cargile | Fram | Subject | Date
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[Total 7
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To Customize Your Calendar View

Additional calendar views are available. Right-click on one of the tabs in the Calendar view,
and select Properties from the quick menu that appears.

4% GroupWise - Calendar [_ (O] x] '
File Edit ‘“iew Actions Tool: “Window Help
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ol i) -
E Ciocuments il L
& Authored "See the
World ¥our

&) Default Library
YWay" (Alvernao)

On the dialog box that appears, select New....

Tab Properties |

Tab lizt:

T ab name: | "Yiew name: | (] |
Cray Day [Defaull
week  week [Defaul) Lancel |
bl ankh kdanth [Drefault] Mave Up |
Year Year [Default) G
Multi-Uzer  Multi-User [Default) tave Down |

Delete |
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Next, type a name for your new tab, select a calendar type from the drop-down list, and click

OK.
Hew Tab [ 7]
Tab name: IMarti's Desk Calendar i Ok
Wiew name: IDesk Calendar

Click OK again.

Voila! You now have a new tab showing a calendar view that you may prefer over the default
views.

&% GroupWise - Calendar

File Edit Yiew Action: Tool: Accounts Window Help
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Navigation buttons and scroll bars will help you to find your way through the new calendar
view.
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Archiving Items in your Mailbox

Use Archive to save mail or phone messages, appointments, reminder notes, or tasks to a
designated database on a local drive. Archiving items saves network space and keeps your
Mailbox uncluttered. Say you have important items in your Mailbox that are not currently
relevant to your work. You can archive them yet view them whenever you need to. You can also
unarchive any archived item.

Note: When you archive an item you have sent, you will not be able to track the status of that
item.

To specify a default directory for your archived items:

* Click Tools, then Options...

* Double-click on Environment

* Click the File Location tab

* Specify a path in the Archive directory: field. Note: The folder must already have been

created.
Environment I
Generall Views File Location I Eleanupl Signaturel

Archive directon:

IE:"-.ﬁ.rchive-GrDupWise'x g-l
Cuzton wigws:

| =
Save, check aut:

| =

Cancel |
e Click OK

* Click Close

Groupwise 5.5 Guidebook -50 - City Of Milwaukee



To archive an item in your Mailbox:

» Select the item(s) in your Mailbox you want to archive
* Right-click on the selected item(s)

e Select Archive
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Note: When you archive an item you have sent, you cannot track the status of that item.

To unarchive an item or items:

* Click File, then Open Archive

* Select the item(s) you want to unarchive

* Right-click on the selected item(s)

e Select Archive

* Click File, then Open Archive to return to the Main Groupwise Window.

An unarchived message is returned to the folder from which it was archived. If the folder has

been deleted, GroupWise creates a new folder.
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